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13 August 19^5 


MEMORANDUM FOR: Assistant Deputy Director for Flans 

SUBJECT : Revision of TC> Format and Processing Procedures 


THIS MEMORANDUM CONTAINS RECOMMENDATION'S SUBMITTED FOR YOUR APPROVAL. SUCH RECOMMENDATIONS 
ARE CONTAINED IN PARAGRAPH 6. 

1. - PROBLEM: 

TO REDUCE COSTS AND TO EXPEDITE THE DISSEMINATION AND DELIVERY OF CLANDESTINE SERVICES 
CABLED FIELD REPORTS IN THE TD SERIES. 

2. ASSUMPTIONS: ^ 

A. A SHOVING OF SIGNIFICANT SAVINGS IN TIME OR MONEY WOULD JUSTIFY REVISING THE TD FORMAT 
ANO PROCESSING PROCEDURES. 

B. A TD FORM THAT MEETS THE STANDARDS AND REQUIREMENTS OF THE CLANDESTINE SERVICES COULD 

BE DESIGNED IN "HEADER 1 * SIZE. . 

25X1 

c. Originators could prepare cabled field reports in A prescribed manner that eliminates 

NEED FOR REFORMATTING AT HEADQUARTERS. THIS WOULD BE A MINOR VARIATION OF THE PRESENT 

25X1 I I 

d. Communications personnel could prepare cabled field reports in suitable format. 

e. Signal Center could produce machine-typed masters for cabled field reports, as they are 

NOW DOING FOR OTHER CABLES, AND TD*S COULD BE REPRODUCED BY AFFIXING A n HEADER u TO THESE MASTERS. 

3. FACTS BEARING ON THE PROBLEM: 

A. The Cable Secretariat is charged with finding ways and means to handle substantially 

INCREASED NUMBERS OF CABLES WITHOUT A CORRESPONDING, IF ANY, INCREASE IN PERSONNEL. THIS, 

AND THE RESPONSIBILITY FOR PROCESSING CABLES QUICKLY AND ECONOMICALLY, DICTATES THAT EVERY 
STEP BE EXAMINED THAT MIGHT IMPROVE CABLE SECRETARIAT EFFICIENCY AND REDUCE COST WITHOUT 
DETRACTING FROM THE SERVICE PROVIDED. > - 

v 

b. While the Cable Secretariat is not specifically charged with the reformatting of cabled 

FIELD REPORTS ON TO TD FORMS, IT DOES SO TO EXPEDITE CLANDESTINE SERVICES DISSEMINATION OF 
CABLED FIELD REPORTS IN THE TD SERIES. 

c. Efficient use of ADP equipment and high-speed printers will necessitate an eventual 

CHANGE FROM THE PRESENT TD FORM. THIS PROPOSAL IS AN INTERIM STEP TOWARD ADAPTATION TO USE 
OF ADP EQUIPMENT. 

* * • 
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*, * mm cm'tewT ALttmHTfvt to toe n«km mm etic* or «etM * to 

OOCOAM OA*t*M mtMTD r«MAT to AYAIAAI*,*. # ««•»«*«• ®' ™ l OOAtTIO*, 

TO«**Mt« *ITO * I ] otWK»aCKO ram »«»T«ll*»T|0*, I* AYTAO.CO ** T *» A * 


O. Tot .W «• ******* *”* 8 ** «•*««•* ***’ *****«!! 

(UMMTM AY CA9TUAIW* to* r**T or A MNWXIKl "***«* «» *<•«**■ *«*"*"• ** * C,M3 * 

« ™ .a. «. « —«• « * *« - 

OM tOUrOJW WlttASlAYfOO 0T CAMkta •'tft* OtMHtT*. *** T ** 9 F ®* * ‘ ■ 

MMUMHI, TOttCTOCtt U « IT «*WM> ** 


c, ^UTMOST**** CMtltnr OIYH »*«• #*MN»*0 «*»Y** A*t AYA»LA*Uf TOO <«t «**« StfWAC 
Ccktro MM to «.*,« **«.« norr. r**R or «**U" ™ «rt 

CutooR.fR se*v,«« •««»*» roo OOOCAMOCC. tom* m.t«o**t,v«* mr t«« ~r****« 

or roe liurnmna «• ><•« w 'trio*. It •• cotimatcd toat Stooou CtwtM t**uu «* 

TO »W»|M i»*A#Ut t«AY r#» >50 T9 ?80 0 * CAM.** r«tW» ««*'«, 


0. tt> MtintMf.OM «W«V«9 r*«M OAtO*0*-TVW» 0**t»S WITH tO TOM, H«*«Wf.O 

aytaco** Mice t«HH •*t»«r*€TW»»uY iw **r*A«M*«5* vitw too** *** »«»** AS 

(MM *t rtMOAOlOCO or tSAMWLK* M* ?»** & A**t 0. 


*. U TR0M9 or .T <» «TW*ttt THAT TO* CA«U* StCOttAOtAt COVUO **«" 

4tM»V>« tAt. OCOOOT to MMHtaAIOATCLY *> «.»'«• «.*»* ***** ** 0M1MM.T *K» ««** *"« T A 

mtim or Aom»xtMAYe«.T *?,50O *** wm. C»*wuArt»M.T, to* riot *««» ***** »* 

Mt, m , UM» C * oocseor «t*CYI«, «**»»»*« W* *** *»* ****** ®* "**> **» ^ T4,*JMMBI YCO* 
40 OOtOATlOO *.**Y*«*»WT. TOt r,«T t*> «*r«T* «**.* « T.O.Wt® H. V «« JO,TC». TOC 
to»wj aoo rouoro to 60, rre. mot.u toe r»rto *«® •♦*»- o*»«t* ®* 8, “ 

Mtovree* St n. •«"»*.*• toe ruawoottto tw, *•» sooetewtoa oouv toaec timc* tm**m*» 
mm TO* r t t**«,Teo «* 0 CC«. tot r,t*T t«* OttOOt. M» « *•«»«*« *** ^ **° 

TOC t**T tOK* to *** OtlT'TC*, 


5. (^MCUeiOh 

*, Tot «***«•* 14 * MsawtM T*oe to toe Ca«.« s»«o*TAoi*t aw tot mmmttm m tn> 
®r tomcCM'wt jwerirt *«artio« tot ooo«t»>»«» eteemoto to Ta* 8. 

«. Tot A 9 »tAi»**.«« ®r to* rioteocB Ottcert ttoweeeti* o«w» tot twcltHM #e*c*ta*ft «« 
Tab 8 wiuu uttt to* btamoams *t« o«w«ot*»w»t* wr rot CuAt®e»Tt«t Itottct*. 
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DESCRIPTION OF PRESENT PROCEDURE IN THE PREPARATION 
OF A CAB EEC FIELD REPORT 


1. The originator in the Held prepares the cabled Held report la the format 

prescribed In I L giving no attention to paging and spacing . 

2. Communications personnel in the Hold prepare a tape for transmission 
much the same as for any cable, giving no attention to spacing that might 
facilitate creation of reproducible masters at headquarters. 

$. Headquarters Signal Center personnel, using a teletype machine and 
paper tape, produce TOT copies of the cabled report. These copies are on 
paper rather than the master stock used for other cablet. They edit the cable 
and pass TOT copies to the Cable Secretariat Duty Officer* 

4. The Cable Secretariat Duty Officer reads all cabled reports, provides 
advance copies as appropriate, and passes the TOT copy with tap# attached to 
the logger. The logger makes appropriate entries and passes the report and 
tape to the cable analyst. 

5. The cable analyst determines CIA internal dissemination, and passes 
the report and tape to a flexowriter operator. 

b. A clerk or the flexowriter operator passe* the reproducible masters 

tO , , ^ . . 

f . IW, la addition to exercise of judgment, performs the mechanical 
operations of assigning the T0 number, typing reports heading*, editing* 
typing address symbols, and inserting certain entries on the cover page 
which circulate* only within the Clandestine Services. The completed 
reproducible masters and the TOT copy are returned to Cable Secretariat 
far reproduction. ' 


Attachment?: 

#1 • Paper' TOT as now received (watywlth original of study) 

#2 - Reproducible master typed on fleKowrlter(o»Sy with original of study) 
#2 - Cabled field report as new reproduced 
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DESCRIPTION OF PROPOSES PROCEDURE IN THE PREPARATION 
OF A CABLED FIELD REPORT 

exact f 1 * 14 wUl ^ field report la the 

•tan io ST. I^h T H ( l “* ,h * p»*« of ■»« ■=«’. 

titaa 20 lines, each line not more than 69 character*. {Change f r£im 

sisssrsv? di^* , to c r ,orm *° tb * *••*&•* «r~» 

£ve to ™ r reproduced at headquartera. He Will 

eo ™ ar * taa ® Dd &t th * -aapdata portion and begin the reaorta beadlnn «« « 

™^.rr n eiTc:M«rr r * per u ” *"* 20 iu -* te °* «• «• - **««»<=“« 

&. Communications personnel in the field will prepare a tape for trana. 
mission incorporating the instructions concerning paring and spacing as lnrmieh+A 
J^TT *"? *’ P r “ vid ' <1 *“ comm unications instructions. Tbls will 

p«‘ r.;.rr n c o£ rcp ‘ , ° d “ c l iM * »"»«•• «< t-^a.n.r., (com*, fnm 

present system. Communications personnel will insert spacing neculi&r »«, 
preparation of cabled field report, do that paging “d „c.«CS wci« ean be 
accomplished automatically as the cable is received la headquartera signal Center 

3. Headquarters Signal Center personnel will receive cabled field re«»rt* 
on machines loaded with reproducible masters, as they now do with other Lne* 
of Agency cables. They will not edit the cable. 

, Ch * ®S ether witJs paper copies and tape attached, to Cable Secretariat 
(Ch anae fr.n,prc.«nt system, Signal Center receive, cabled ft.!d re^ruTn 
Chinee loaded with reproducible matters instead of paper, and will net edit.) 

„*■ Jj“ C *“* Sfcretariat Officer Win read all cabled reports. 

tane altatted’nT thtfi** ** app ” prta “' •“* P«« »a reprodaeible master with 
tape attached to the logger. The logger will make approp riat e entries and »»«. 

the report aud tape to the cable ana ly st. (Change f»^^t 

whether ^ ^ 
master wills «proouce satisfactory copy. If the decision |« that the 

copy, he »IU pass the report to a clerk to 
cat into pages and to affix ‘'headers’*. ** 

t> tC *“‘»f»c»®»y Copy, be Mil pace the report and tana 

?*“ ”‘ U »'*<>"• * •«Uf.ctoryr.pr^u < i > U 
master on a form preprinted to resemble the "header . 
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(Change from present system: The £le*owriter operator will prepare masters 
t»iy in those ease* where the master furnished by signal Center is unsuitable 
tor reproduction instead of in every instance. For each usable master received 
irorn •signal Center, approximately 15 minutes fiexowrlter time will be saved. 
Vieras will affix 'headers on the usable masters. This new step, already 
standard practice for other cables, will require approximately one minute tv 
complete.) 

,J*’ *1 cimrk ** r th< operator will pass the reproducible roasters 

to IV« , (Change from present system; None.) 

i\ m. in audition to exercise of judgment, will perform the mechanical 
wpe rations of assigning the 1 D number, editing, and typing address symbols, 
the completed reproducible masters will be returned to Cable Secretariat for 
reproduction. (Change from present syet em: 1% s editing function increases, 
because editing formerly done in Signal Center and in Cable Secretariat will not 
»e performed. IW-i typing load will be reduced because reports headings will 
ue inserted at the time Signal Center receives the message. The technical 
entries now inserted on the cover page will no longer appear, since there is no 
space for theta on the header’* form.) 


Ai ta c htn « nt a : 

:l - Carbon copy mi reproducible master as it will be received in 
bsgnal (1 for original study and l on OC copy) 

f 2 " Masj * r P»8«d with header'’ attached (only with original of study) 
'M * Cabled field report as it would be reproduced 
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